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I-  OBJECTIVE :   

This policy establishes the criteria of 
payment for employees who perform work 
beyond their normal working hours at the  
Company's request which is based on the 
current Vietnamese Labour Code. 

 
II-  DEFINITION :  
 
1.​ Overtime (OT) work :  work over normal 

works hours.  
●​ Normal hours now is : 
Shift working :  
1st. shift :     6:00 a.m to 14:00 p.m  
2nd.shift :    14:00 p.m to 22:00p.m  
3rd. shift :    22:00 p.m to 6:00 a.m  
Break time : ½ hr inclusive working time   
 
Non-shift working :  
7:30 – 16:30 p.m  
Break time : 01 hour exclusive working time  
 
Total weekly hours work :  40 hrs/week  
  
2.​ Office Staff:  the person who perform 

clerical, administrative, or managerial duties 
or supervisory and work permanently for 
ABC.   

 
3.​ Production Staff : the person who perform 

manufacturing duties on the production line 
includes Production, Quality Control, 
Engineering, Warehouse and work 
permanently for ABC.  

 
4.​ Casual Worker : the person who work 

temporary for ABC. 
 
5.​ Working  Schedule: the schedule of normal 

working.  
 
6.​ Scheduled Day-off : the schedule is ruled by 

Company for ABC Staff to be off  
 
7.​ Weekly Day-off : the day off per week.  
 
8.​ Public Holiday :  the schedule of public 

holiday is stipulated by the current Labour 
Code & the Company regulation. 

 
III - POLICY :  

I -  MUÏC ÑÍCH :  
Ñeå thieát laäp nhöõng tieâu chuaån traû thuø lao  
cho nhaân vieân khi laøm vieäc ngoaøi giôø do 
yeâu caàu cuûa Coâng Ty döïa theo Luaät Lao 
ñoäng hieän haønh cuûa nöôùc Vieät Nam.    
 
II – ÑÒNH NGHÓA  
 
1.​ Laøm vieäc ngoaøi giôø : laøm vieäc vöôït 

quaù giôø laøm vieäc bình thöôøng.  
 
Giôø laøm vieäc bình thöôøng laø :  
Laøm ca :  
Ca ñaàu  :   6:00 a.m to 14:00 p.m  
Ca hai :    14:00 p.m to 22:00p.m  
Ca ba  :    22:00 p.m to 6:00 a.m  
Giaûi lao : ½ tieáng tính vaøo giôø laøm vieäc  
 
Khoâng laøm ca  :  
7:30 – 16:30 p.m  
Giaûi lao : 1 tieáng khoâng tính vaøo giôø laøm 
vieäc  
 
Toàng soá giôø laøm trong tuaàn : 40 giôø  
 
2.​ Nhaân vieân vaên phoøng laø nhaân vieân 

laøm caùc coâng vieäc haønh chaùnh, quaûn 
lyù hoaëc giaùm saùt vaø laøm vieäc daøi haïn 
vôùi ABC.  

 
3.​ Nhaân vieân saûn xuaát laø nhaân vieân thöïc 

hieän caùc coâng vieäc treân daây chuyeàn 
saûn xuaát bao goàm caùc kieåm phaåm, saûn 
xuaát, kyõ sö, nhaân vieân kho vaø laøm vieäc 
daøi haïn cho ABC.  

 
 
4.​ Nhaân vieân thôøi vuï : nhaân vieân laøm 

vieäc taïm thôøi cho ABC.  
 
5.​ Thôøi bieåu laøm vieäc : thôøi bieåu trong giôø 

laøm vieäc bình thöôøng.  
 
6.​ Thôøi bieåu nghæ : thôøi bieåu naøy ñöôïc 

ABC qui ñònh cho nhaân vieân nghæ.   
 
7.​ Ngaøy nghæ moãi tuaàn : ngaøy nghæ haøng 

tuaàn.  
 
8.​ Ngaøy leå : thôøi bieåu nghæ nhöõng ngaøy leå 

theo Luaät Lao Ñoäng hieän haønh vaø theo  
noäi qui cuûa Coâng ty.  
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1.​ OT will be applicable for Production Staff 

only with the whole of following conditions  
●​ The tittle is under supervisory level  
●​ The salary rate under VND 

4,000,000 net.   
●​ Be requested by Department  

Head’s.  
 
2.​ OT will not be applicable for Office Staff and 

Production Staff at supervisory level.  
However, if Office Staff and Supervisory 
Production Staff work on Scheduled Day-off 
, Weekly Day-off or Public Holidays and is 
requested by Department Head, he/she will  
be compensated the same duration in 
different day which is approved by 
Department Head. 

 
3.​ If Office Staff & Supervisory Production 

Staff have to fullfil some projects as business 
required, the allowance policy will be 
applied.     

 
4.​ For Casual Staff :  
 
As of the characteristic of casual job, therefore, 
the 40hrs/w will not be applicable, the wage will 
be paid based on actual working day.  OT will be 
applied in following cases :  
 
 
●​ if they work over normal hours on Working 

Schedule.  
 
●​ if they work on Weekly Day-off and Public 

Holidays and will be paid as stipulated by the 
Labour Code.  

 
●​ All circumstances of OT work must be 

requested/approved by Department Head’s 
and stick the below procedure.     

 
IV - PROCEDURE:  
1.​ Staff who is eligible for the overtime (OT) 

pay will be requested to submit to HR 
Department the application of OT request 
(form attach) which is approved by your 
Department Head.  

 
2.​ Calculation period of OT pay will be 20th. of 

previous month to 20th. of current month.  
 
3.​ Payment will be made in the pay date on each 

25th per month.  

 
III-​ CHÍNH SAÙCH :  
1.​ Tieàn ngoaøi giôø ñöôïc aùp duïng chæ cho 

nhaân vieân saûn xuaát neáu thoûa caùc ñieàu 
kieän sau :  

●​ Chöùc vuï döôùi caáp giaùm saùt.  
●​ Möùc löông thöïc laõnh döôùi VND 

4,000,000  
●​ Ñöôïc Tröôûng phoøng yeâu caàu  

 
 
2.​ Tieàn ngoaøi giôø khoâng aùp duïng cho 

nhaân vieân vaên phoøng vaø nhaân vieân 
saûn xuaát ôû caáp giaùm saùt trôû leân.  Tuy 
nhieân, neáu Tröôûng phoøng yeâu caàu 
nhaân vieân vaên phoøng vaø nhaân vieân 
giaùm saùt saûn xuaát laøm vieäc vaøo nhöõng 
ngaøy nghæ do coâng ty qui ñònh, nghæ haøng 
tuaàn hoaëc ngaøy leã, nhaân vieân seõ ñöôïc 
nghæ buø vaøo nhöõng ngaøy khaùc coù cuøng 
thôøi löôïng vaø phaûi ñöôïc söï chaáp thuaän 
cuûa Tröôûng phoøng.  

 
3.​ Neáu nhaân vieân vaên phoøng hoaëc nhaân 

vieân SX caáp giaùm saùt trôû leân caàn thöïc  
hieän moät soá döï aùn theo yeâu caàu kinh 
doanh, seõ aùp duïng cheá ñoä phuï caáp.   

 
4.​ Ñoái vôùi nhaân vieân thôøi vuï :  
 
Do coâng vieäc coù tính thôøi vuï neân cheá ñoä 
tuaàn laøm vieäc 40 giôø khoâng aùp duïng cho 
ñoái töôïng naøy, vieäc thanh toaùn tieàn coâng 
döïa vaøo soá ngaøy laøm vieäc thöïc thuï .  Tieàn 
ngoaøi giôø ñöôïc aùp duïng trong nhöõng tröôøng 
hôïp sau :  
 
●​ neáu laøm vieäc ngoaøi giôø theo thôøi bieåu 

laøm vieäc bình thöôøng.  
 
●​ neáu laøm vieäc vaøo nhuõng ngaøy nghæ 

haøng tuaàn hoaëc nhöõng ngaøy leã chính 
thöùc vaø seõ ñöôïc thanh toaùn theo qui ñònh 
cuûa Luaät Lao Ñoäng 

 
●​ Taát caû nhöõng tröôøng hôïp laøm ngoaøi 

giôø ñeàu phaûi ñöôïc yeâu caàu / chaáp 
thuaän cuûa Tröôûng boä phaän vaø theo thuû 
tuïc sau.  

 
IV  THUÛ TUÏC  
1.​ Nhaân vieân ñöôïc traû tieàn ngoaøi giôø 

phaûi gôûi yeâu caàu thanh toaùn coù söï 
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4.​ Calculation of OT :  ( currency : VND )  
 
For permanent staff :  
 
●​ Total working day / month : 22 days 

stipulated by ABC  
 
●​ Total working day / month : 26 days 

stipulated by Social Insurance  
 
                               Net monthly salary 
●​ Hourly rate = ​                      =  A 
​                      22     x    8  ​  
 
For casual staff  
                           Daily wage  
●​ Hour rate =  
                                  8 
 
●​ OT pay on scheduled working day & on 

Scheduled Day-off:  ​  
​ OT hour x  A x 1.5  
 
●​ OT pay on Weekly Day-off & Public 

Holidays : ​  
              OT hour x A x 2​ ​ ​
​ ​  
5.  Any application of OT request which is not 
adhered to the above procedure, will not be paid.    
 
V DOCUMENTATION  
Overtime payment request  

chaáp thuaän cuûa Tröôûng phoøng veà 
phoøng nhaân söï ( theo maãu)  

 
 
2.​ Thôøi gian noäp töø 20th. thaùng tröôùc cho 

ñeán 20th. thaùng hieän haønh.  
 
 
3.​ Vieäc thanh toaùn seõ thöïc hieän cuøng ngaøy 

traû löông vaøo 25th. moãi thaùng.  
 
4.​ Tieàn ngoaøi giôø ñöôïc tính toaùn nhö sau 

(VND)  
 
      Ñoái vôùi nhaân vieân chính thöùc :  
 
●​ Toång soá ngaøy laøm vieäc trong thaùng : 22 

ngaøy theo ABC qui  ñònh.  
 
●​ Toång soá ngaøy laøm vieäc trong thaùng : 26 

ngaøy theo Baûo hieåm XH qui ñòmh  
 
                            Löông thöïc laõnh  
●​ Löông giôø =                                 =    A 
                                  22   x   8  
 
Ñoái vôùi nhaân vieân thôøi vuï  
                              Löông ngaøy  
●​ Löông giôø =  
                                         8  
●​ Tieàn ngoaì giôø cho thôøi bieåu laøm vieäc 

bình thöôøng & thôøi bieåu nghæ do ABC qui 
ñònh:  

             Soá giôø x Löông giôø x 1.5  
 
●​ Tieàn ngoaøi giôø cho thôøi bieåu nghæ haøng 

tuaàn vaø nghæ leå :  
            Soá giôø x Löông giôø x 2  
 
5.​ Taát caû caùc yeâu caàu khoâng theo ñuùng 
     thuû tuïc treân seõ khoâng ñöôïc thanh toaùn.  
 
 
V TAØI LIEÄU  
Maåu  yeâu caàu traû ngoaì giôø  
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